Provider Imaging

Note: In order to add images, an assignment to the provider is not needed. However, additional security
is needed for the Imaging Search page.

Note: Please see the Background Check Imaging User Guide on how to add background checks to
provider members.

If you have an assignment to the provider:

1. From your desktop, go to the Provider tab and click the Create Provider Work hyperlink
(# Create provider work or select Create Provider Work from the Actions drop-down next to the
specific provider to open the Create Provider Work page.

/& Create Provider Work - Internet Explorer 10| x|

e HPSACHIS

Create Provider [tems Providers

B Aoministrative v Miller's Group Home (9221865)
milwaukee (9221605)
Minshull, Elizabeth (9221208)
E Check v Missing from Out-of-Home Care {9221588)
Mom's Happy Home (9221108)
Montgomery, Dan (700006)
E Imaging W Mooretest, Maddie (9221056)
Muffin, Blueberry (5221684)
Maber, Only (9221763)
' License “w Mova, Hibiscus (9221418)
Crange, Mom (9221619)
Origami, Mama (9221724)
!‘- Maintenance v Cwens, Kathleen I;EEI%1DL )
Owens, Kathleen (9221420)
Parins, Parins (9221482)
E,- Marrative v Parker, Dana (9221578)
Patel, Elizabeth (9221334)
Patterson (9221318)
A Patterson, Dana (9221452)
Fayment h Plum, Patti (700001)
Flum, Patti (92213449)
= Priovider new (9221099)
& support Plans v Private, Private (9221730)
Private New (9221075)

: Private Provider (9221212)
A\ Uniicensed v Private Provider (9221530)
Complaint Provider, Female (9221778)

Provider, Foster (9221762)

Provider, Home (9221447)
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2. On the Imaging page, enter the Date of the Document and select a Type.

/= Imaging - Windows Internet Explorer

cWiSACWIS print (& Spell Check [~/

Provider Details
Provider: Provider, Home (5221520} Vorker: Jenny Weber

Image Details

Date of Document: Iﬂ'ﬂi'ﬂ'ﬂ-l'ﬂ'ﬂ'ﬂ'ﬂ

Category: Provider

Type: | b |

File Mame:
I Browse... |

Comments:

Last Updated By:
o

Done o Trusted sites iy v Wio0w v

3. To attach a previously scanned document, select the Browse button. This will open the Choose File
to Upload pop-up page.
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4. Select the scanned file from the appropriate location/folder. Once the file is selected, click the Open

button.
Choose File toUpload

Lack in: |lﬂ Imaging j Q¥ @

&) 013C01-25. 4

B images. xls

Er,‘='.-' imaging.doc

E_jimaging.xls
File: rname: |imaging.|:|-:u: j Open
Filez of type: |.f!-.|| Files [*.7] j Cancel

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg, rtf, doc,
docx, xls, xlsx, tiff, tif, and pdf and cannot exceed 10 MB.
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5. Prior to saving the Imaging page, you can view the document by selecting the View hyperlink next
to the File Name.

(= Imaging - Windows Internet Explorer

c WiSACWIS

Provider Details
Provider: Provider, Home (9221520} Worker: Jenny Weber

Image Details

Date of Document: |1EI'.I'EI'1I2EI-1EI-

Category: Prowider

Type: | Fo=ster Home Study b |

File Name: imaging.doc Wiew

I Browse... |

Comments:

Last Updated By:
I T

Done " Trusted sites 3 v ®ioow -

6. Enter any comments in the Comments field.

7. When all required fields have been completed, click Save. After clicking save, your name will
appear in the Last Updated By field.

8. At this point, you can add a new image for this provider by selecting the Create button. If the image
is incorrect for any reason, click Delete to remove the image.
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If you do not have an assignment to the provider:

1. From the desktop, click Actions > Imaging Search. This will open the Imaging Search page.

Actions Einancial State -

¢ AAJSG Eligibility Notices and Decisions )

AFCARS

Appeal

Checklist Template

ClA Confirmation Report

Eligibility

ICWA Record

Imaging Search 'h
. Independent Living

Information and Referral

Juvenile Justice CCAP

Maintain Automated Message

Management

Merge/Delete

Placement Correction

Program Assignment

Recruitment Event
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2. On the Imaging Search page, select Provider in the Search by drop-down. This will open the
Provider Search page.

SEE

{= Imaging Search - Windows Internet Explorer

c WiSACWIS

Print (B  SpellCheck ("~  Help (9

Search Criteria
Search by: \ﬂ Mame: Start Date: |12-l"ﬂ?12ﬂ'ﬂ'9 End Date: (120772010
Cat: . Type:
ategory - ¥pe
Person

Search

Hold dowen the "Ctrl' key for mutti-zelection

Results

| cresi= | Close |

o Trusted sites v Hio0w -

Done
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3. On the Provider Search page, enter the Provider Name or Provider ID to conduct your search and

click Search. In the Providers Returned group box, select the radio button next to the correct
provider and click the Continue button.

a Provider Search -- Webpage Dialog

eWiSACWIS prit #mb  SpellCheck A

'

Search Criteria

Provider Name: Iprl:wider First Name: Ihnme Prowider ID: I
Parent Agency ID: I Provider Type: I D Search Providers of Parent Agency

Site #: [ County: | ™z code|

Date Restricted |:| Wiew Mot Approved/Canceled Search Precizion: , . \{ . ,
Low Med High

Record 1to 2 0f2
— Providers Returned
() 4% Provider, Home (9221447)

Open Foster Home 12/07/2006 Cake, Caitlin M., Il (Supervisor) Oconto Des: Milwaukee License Status: Pending
® @& Provider, Home (8221345)

Open Foster Home 02/07/2014 Daisy, Dan Miwaukee Des: Miwaukee License Status: Pending
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4. This will bring you back to the Imaging Search page. The page will now display all scanned
documents for the provider. The results will display all documents from the past year, unless the
Start Date and End Date have been changed. To add a previously scanned document, select the
Category and Type of document. Click Create.

4';: Imaging Search - Internet Explorer

r - Y i ]
cWiSACWIS
— Search Criteria
Search by IF'rovider. Mame: Provider, Auntie (3039739) Provider Sesrch Start Date: I‘IUI'G?QDIS End Date: I1DJ'DS|'2[}16
Category: Type:

Prowvider

Hold down the 'Cirl" key for multi-selection @

— Results
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5. On the Imaging page, enter the Date of Document.

6. If you did not select the Type on the Imaging Search page, select the Type.

e | Imaging -- Webpage Dialog |X|

cWiSACWIS print (@ SpellCheck |~ Help (P

Provider Details
Provider: Provider, Foster (9221481) Worker: Jenny Weber

Image Details

Date of Document: |12.I"D2.r‘2-l}11}

Category: Prowvider

Type: | Fire Evacuation Plan V|

File Name:
I Browse. .. I

Comments:

Last Updated By:

7. To attach a previously scanned document, select the Browse button. This will open the Choose File
to Upload pop-up.
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8. Select the scanned file from the appropriate location/folder. Once the file is selected, click the Open

button.

Choose File to Upload 17X
Look in: | (2} Deskiap - Q@

[ 47afrant. jpeg
] ey ACWIS Phone List.doc
= FYTC pdf

pru:wiu:lers.xls
EShDrtcut ko Program Team

EuaTon s

< | >

File: name: |4?Bfrunt.ipeg j Open I
Files of type: I,-'.‘-.II Files [*.%) j Cancel |

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg, rtf, doc,
docx, xls, xlsx, tiff, tif, and pdf and cannot exceed 10 MB.

9. Prior to saving the Imaging page, you can view the document by selecting the View hyperlink next
to the File Name.

2 Imaging -- Webpage Dialog

cWiSACWIS

Provider Details
Provider. Provider, Foster (9221481} Worker, Jenny VWeber

Image Details

Date of Document: |12.I'EI'2I2EI-1EI-

Category: | Provider V|
Type: | Fire Evacuation Plan V|
File Name: 47&front.jpeg View
| Browse... |
Comments:

Last Updated By:

December 2017

10



10. Enter any applicable Comments.

11. When all required fields have been completed, click Save. After clicking save, your name will
appear in the Last Updated By field.

12. At this point, you can add a new image for this provider by selecting the Create button. If the image
is incorrect for any reason, click Delete to remove the image.

13. By clicking the Create button, this will open the Imaging page with the same Category selected.

2 Imaging -- Webpage Dialog

F oy &
ceWiSACWIS

Provider Details
Provider. Provider, Foster (9221481) Worker. Jenny Weber

Image Details
Date of Document: IEI'EI'.I’EI'EI-.I'EI-EI-I]-EI-
Category: | Licensing v|
Type: | bt |
File Mame:

I Browse... |

Comments:

Last Updated By:

)

14. Enter the Date of Document.

15. If applicable, update the Category.

16. Select the Type.

17. To attach a previously scanned document, click the Browse button.

18. On the Choose File to Upload page, select the scanned file from the appropriate location/folder.
Once the file is selected, click the Open button.
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19. When all required fields have been completed, click Save. After clicking save, your name will
appear in the Last Updated By field.

20. Click Close.

21. You will return to the Imaging Search page. The page will display all scanned images for the
selected Category and Type for the provider. To view the image for a particular result, click on the
blue hyperlink in the File Name column to access the scanned document directly, or click the Edit
hyperlink to access the associated Imaging page .To add additional scanned documents, repeat the
above steps.

= Imaging Search - Windows Internet Explorer

oo &
cWiSACWIS
Search Criteria
Search by: Mame: Provider, Foster (9221481) Provider Search Start Date: |12.I'1 3/2009 End Date: 12132010
Category: Type:
Background Check Fire Evacuation Plan P
Licensing Foster Home Study B
Licensing Appeal Other - Provider
Placement Agreement
Private Insurance Information —
Purchase of Service Contract &
Hold down the ‘Ctrl key for mult-selection
Results
Category & Type Participant Date File Name
Provider Fire Evacuation Plan n/a 1200272010 478front.jpeg Edit
. Private Insurance . .
Provider Information nia 120022010 imaging.doc Edit
Diane = o Trusted sites #5 - oo T
= = - = - - - =
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Documenting an image for a licensing appeal

Note: An imaging record for a licensing appeal can be documented from the Create Provider Work page
and Licensing Appeal Details page. The scenario below details how to document an image for a
licensing appeal using the Create Provider Work page.

1. From your desktop, go to the Provider tab and click the Create Provider Work hyperlink
(& Create provider work or select Create Provider Work from the Actions drop-down next to the specific
provider to open the Create Provider Work page.

/& Create Provider Work - Internet Explorer 101 x|

L 1N

Create Provider Items Providers

B Administrative v Smith, Carley (20173)
Smith, Darrion (9221681)
Smith, William (9221421)
= Check ) sreshta (9221758)
State, Neighbor (9221779)
Steele, Ray (9221059)
Imaging licensing Appeal K% Steele, Ray (9221061)
Sunflower Circle (9221445)
Sunshine (9221449)
License v Table Name Field Private Provider (9221537)
Tani, Mom (8221333)
Teacher, Temific (9221324)
Maintenance v Test, Provider (9221740)
Test, Sally (9221062)
Test, Sally (9221581)
Marrative V] Test, Whole (9221672)
Testing, Testing (9221603)
Testing Tribal Agency (9221100)
Testing, Inc. (9221084)
TestLF, fix (9221375)
Testl He, Hey (9221374)
Timmins, Mama Jane (9221620)
treatmenfTTTTTTTTTTT, testttfTTTTTTT (9221356)
Unlicensed Shelter (9221826)
A Unlicensad “ '.':\.':EEh Co _Secu_.lrre De:iantio" Center (9222025)
Woods, Mike (9221759)
Complaint Woods, walsh (9221760)
Your Children Our Children CPA (9221599)

Zeus, Auntie (9221625)

i Ao SO IO
Create | Close

% X [

Li]

Payment “

hod

Support Plans (V)
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2. On the Imaging page, enter a Date of Document.
3. The Category will default to Licensing Appeal.
4. Make a selection from the Type field.

5. Make a selection from the License field. This list includes all instances denials, revocations, and
non-renewals for the provider.

,é Imaging - Internet Explorer

- T - - ~
e I'p 1 1514 C I'p I 'S‘ Print E Spell Check Ar
— Provider Details
Provider: Zeus, Auntie (9221625} Worker: Caitlin M. Cake, Il
—Image Details
Date of Document: II}EHDEHDDI}I} Effective To: IDD."UD."DDDD
Category: Licensing Appeal
Type: |
License: I
File Hame:
I Browse...
Name: I
Comments:
Last Updated By:

Save Cloze

H o100% - i

6. To attach a previously scanned document, click the Browse button. On the Choose File to Upload
page, select the scanned file from the appropriate location/folder. Once the file is selected, click the
Open button.

7. In the Name drop-down, select the provider member for whom the licensing appeal document is for.
Enter any comments in the Comments field.

8. When all required fields have been completed, click Save. After clicking save, your name will
appear in the Last Updated By field.

9. Click Close. A link to the imaging record created will display under the Licenses icon of the
associated provider.
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